
 

Job posting 16-1145  

 
FAMILY SERVICES of the NORTH SHORE 

Job Posting 

 

Position:  Fund Development Administrator 
Position #: 16-1147 
Reports to: Director of Fund Development 
Location:  North Vancouver office  
Closing:  August 5, 2016 

 

The Agency: 
Family Services of the North Shore is an accredited, not-for-profit, community based organization which serves the City 
and District of North Vancouver, the District of West Vancouver, Lions Bay and Bowen Island.  Family Services of the 
North Shore also provides province-wide programming in the prevention of eating disorders.   
 
We offer a flexible work environment where contributions from all staff members are welcomed and valued.   

 

The Job: 
As a member of the Fund Development team, you assist with the implementation of the fund development 3 year plan 
with an emphasis on donor engagement and stewardship strategies.   
 
You are the key to managing the Agency’s donor database.  You ensure that data is complete and accurately recorded 
and that donations are properly recorded and receipted.  You are always considering the database and looking for ways 
to improve our donor system.  You will work with the Office Manager to implement database standards and recommend 
improvements.   
 
You provide administrative support for the Agency’s fundraising events and direct mail campaigns, including processing 
ticket sales, donations and other relevant information. You connect with donors, sponsors, volunteers and attendees by 
phone, mail and e-mail as necessary.  You prepare thank-you letters and donation receipts. As a member of the fund 
development team, you assist with the planning and execution of Agency events. 
 
You also act as a member of the overall Agency’s administrative team, helping out as necessary, including providing 
reception relief.   
 
This is a full-time (35 hours per week) position.  Evening and weekend work is required on occasion. 
  

The Candidate: 
You have an undergraduate degree, relevant diploma or equivalent work experience.  You have a minimum of 2 years of 
experience maintaining a complex database.  You also have experience with fund-raising and/or previous work 
experience in the non-profit sector.   
 
You have highly proficient computer skills with a focus on database administration.   You are very detail-oriented and 
understand the importance of accuracy in your work.  You have demonstrated project management skills.  You pride 
yourself on your organizational skills and you work well under pressure.  You are able to work with board members, 
donors, volunteers and guests with diplomacy and tact.   
 
Experience working in a not-for-profit would be considered an asset as would fluency in a language in addition to English.  
Previous experience working in a not-for-profit. 
 
 
Please respond, in confidence, with resume and cover letter to: 
Kathleen Whyte 
Manager of Human Resources 
Family Services of the North Shore 
careers@familyservices.bc.ca 
 
While we thank all applicants for their interest, only short-listed candidates will be contacted. 
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